Transaction Steps ASC_HCM_HRBN_Tutorial_NewHire

Purpose

Use this procedure to enroll a newly hired employee or make changes within the approved timeframe.
Prerequisites

e New Hire action has been performed.
o Employee has completed and signed all necessary enrollment forms.

Menu Path
Use the following menu path(s) to begin this transaction:
¢ Human Resources & Personnel Management 9 Benefits 3 HRBENOOO1-Enroliment
Transaction Code
HRBENO00O1
Tips and Tricks
e The Adjustment Reason for New Hire Enrollment (IT0378) is automatically created after the
Hire action (PA40) is processed.
e The Adjustment Reason for New Hire Enroliment (IT0378) start date is the same as the
employee's hire date.
o |f dependents are to be enrolled in the employee's health plan, create each dependent using
transaction code PA30, Family Member/Dependent (IT0021).

e Create the Family Member/Dependent (IT0021) record with the required start date of the 1st
of the month in which the event occurred.
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access AASIS MENU

=
Menu Edit Favorites Extras System Help

g B AEH Cee DHR DDho0 BE @M
SAP Easy Access AASIS MENU

o=l EEIEE

CJ Favorites.
< 3 SAP menu;
b (3 office
b (3 Logistics
b (3 Accounting
P (3 Human Resources
b (3 Information Systems
D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

I | SESSION_MANAGER B3| sapetr [ INS |

2. Asrequired, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter Enrollment transaction code.
Example:
HRBENOOO1
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Enroliment
= [E]
Enroliment Edit Goto System Help w
[ afaHIC@Q@ICHE HDon | RE @
Enrollment
Direct selection Selection set Enroll
Name on [08/30/2010
Personnel no.
‘ Offer selection
ID number Get offer | 3 Printform | =5 General Notice_|| Erorlist_|
Possible offers [Enrnllment period
® Select |
=]
" Pers.No|Name ] (R D]
[Offer
1| — | X1
[ U [HRBENOOD1 P8 sapetr [INS [ |

3. Asrequired, complete/review the following fields:

Field R/O/C Description
Personnel no. Required Enter personnel number of employee to be
enrolled.
Example:
2809
Click 'Change Date' .
Change Selection Date
I[I? Change Selection Date
Selection date p6/30/2010

5. Asrequired, complete/review the following fields:

Field | R/O/C | Description
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Selection date Required ' hi
Change the date to the employee's hire date.
Example:
6. . .
Click Contlnue.
Enroliment
= [B:]
Enrollment Edit Goto System Help w
@ 2 AHICeQISHE BDo0 HEI@®
Enroliment
Direct PPl Selection set | Enroll
Name Daisy Duke on |06/13/2010
Personnel no.
Offer selection
1D number [D Get offer HQ Print form ][Q General Notice ][ Error list I
Possible offers |Enroliment period
® Select | New Hire Enroliment 06/13/2010 - 07/13/2010
Anytime changes 01/01/1800 - 12/31/9999 5
= ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
(] [ee] | a] ol
" Pers.No|Name | B I 1[d0]
2809 Daisy Duke
New Hire Enrollment
@  Enroll || @ Costs ”@ Undo selection |\$|[§|[ Error List I
Plan [Status [ Validity period |Activity |
< Medical
ARHealth-Health Advantage ASE 08/01/2010 - 12/31/9999
ARHealth HD PPO-NovaSys ASE 08/01/2010 - 12/31/9999
ARHealth - NovaSys ASE 08/01/2010 - 12/31/9999
~ Basic Life
MN Basic Life and AD&D ASE 08/01/2010 - 12/31/9999
< Dependent Life
MN Dependent Life Post Tax 08/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 08/01/2010 - 12/31/9999
< Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 08/01/2010 - 12/31/9999
~ 401(a)
APERS Cont a 06/13/2010 - 12/31/9999
< 457
457 Citistreet 06/13/2010 - 12/31/9999
~ HDHP HSA
Datapath HSA 08/01/2010 - 12/31/9999
~ Dependent Care
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999
aln IR
K1 ) | ¥
[ b [HRBEN00O1 B3| sapetr [INS [ [/

7. Double-click Possible offers text box NEw Hire Enroliment

8. Click the employee's desired medical plan. Example: ARHealth - NovaSys ASE tree item
ARHealth - NovaSys ASE .

7/7/2010

ASC_HCM_HRBN_Tutorial_NewHire.udc

4/15




-AASIS
ASC_HCM_HRBN_Tutorial_NewHire

Transaction Steps

Maintain Health Plan
I@Maintain Health Plan

Pers.No. 2808 Daisy Duke

Plan \ARHealth - NovaSys ASE ]
Start 08/01/2010| - |12/31/9999 |

[[] Stop participation in period
Plan options
Health Plan Opt | OPT1 Standard ASE 1 5]
Dependent Cover |EE1 Employee Only 1 al
Costs USD Monthly
Employee ] 96. 36‘ Deductions Pre-
Employer [ 0.00

x]
9. A pop-up box for the chosen plan will appear. Click Accept .
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Enrollment
=
Enrollment Edit Goto System Help
< | A ECeQ  CHEA IHDLHD AR @m
Enroliment

Direct selection Enroll
Name [Daisy Duke Jon [06/13/2010[@ [2 Ovenview
Personnel no.
Offer selection
1D number | | {)  Get offer IIQ Print form ||Q General Notice || ?  Eror list I
Possible offers |Enroliment period I
|Q Select | New Hire Enraliment 106/13/2010 - 07/13/2010

I[Z]i

Anytime changes
ASP UC/UNC ONLY

Autnmatic nffer

01/01/1800 - 12/31/9999
01/01/1800 - 12/31/9999

_Pers NoJName | | G0 e 5]
| 2809 Daisy Duie |
New Hire Enrollment
@ Enoll |[@  Costs  [£» Undo selection I]%”ﬁl Error List_|
Plan [Status [ Validity period |Activity |
~ Medical
ARHealth-Health Advantage ASE 08/01/2010 - 12/31/9999
ARHealth HD PPO-NovaSys ASE 08/01/2010 - 12/31/9999
ARHealth - NovaSys ASE 08/01/2010 - 12/31/9939 ¢/
~ Basic Life
MN Basic Life and Al 08/01/2010 - 12/31/9999
~ Dependent Life
MN Dependent Life Post Tax 08/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 08/01/2010 - 12/31/9999
~ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 08/01/2010 - 12/31/9999
¥ 401(a)
APERS Cont =] 06/13/2010 - 12/31/9999
v 457
457 Citistreet 06/13/2010 - 12/31/9999
~ HDHP HSA
Datapath HSA 08/01/2010 - 12/31/9999
~ Dependent Care
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999
D) IR
K1 ) | ¥

b [HRBEN00O1 B3| sapetr [INS [ [/

10. Select Basic Life insurance plan.
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Maintain Insurance Plan

I[I7 Maintain Insurance Plan

Pers.No. 2808 Daisy Duke

Plan MN Basic Life and AD&D ASE |

Start 08/01/2010| - |12/31/9999 |

[C] Stop participation in period

Insurance option and coverage

Insurance Optio  |[BLO1 Basic EE Life Coverage al

Basic Coverage |

16,000.00  USD

Additional Unit |

00X 0.00/USD

Insurance Cover |

106,000.06 USD

Costs USD Monthly
EE post-tax [ 0.00
Employer [ 0.00

@ o ][]

1. Click Accept .
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Enrollment

=
Enrollment Edit Goto System Help

g

fdH @@ I CHE HDLn BRI @m

Enrollment

I[Z]i

Enroll

Name Daisy Duke Jon [06/13/2010[@ [2 Ovenview
Offer selection

{)  Get offer IIQ Print form ||Q General Notice || ?  Eror list I

Possible offers |Enroliment period

New Hire Enraliment |06/13/2010 - 07/13/2010

Anytime changes 01/01/1800 - 12/31/9999

ASP UC/UNC ONLY

Autnmatic nffer

01/01/1800 - 12/31/9999

" PersNo]Name | |G e 1]
New Hire Enrollment
@ Enoll |[@  Costs  [£» Undo selection ”$||ﬁ| Error List_|
Plan [Status [ Validity period |Activity |
~ Medical
ARHealth-Health Advantage ASE 08/01/2010 - 12/31/9999
ARHealth HD PPO-NovaSys ASE 08/01/2010 - 12/31/9999
ARHealth - NovaSys ASE 08/01/2010 - 12/31/9939 ¢/
<~ Basic Life
MN Basic Life and AD&D ASE 08/01/2010 - 12/31/9939 ¢/
< Dependent Life
MN Dependent Life Post Tax 08/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 08/01/2010 - 12/31/9999
~ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 08/01/2010 - 12/31/9999
¥ 401(a)
APERS Cont =] 06/13/2010 - 12/31/9999
v 457
457 Citistreet 06/13/2010 - 12/31/9999
~ HDHP HSA
Datapath HSA 08/01/2010 - 12/31/9999
< Dependent Care
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999
D) IR
K1 ) | ¥

i [HRBEN00O1 P sapetr [INS |

%

12. Continue to select the employee's desired plans.
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Maintain Insurance Plan

I[I7 Maintain Insurance Plan

PersNo. | 2803 Daisy Duke

Plan MN Opt EE Life Pre-Tax ASE
Start  |08/01/2010| - [12/31/9999

[] Stop participation in period

Coverage

Insurance option and coverage

Insurance Optio | OLO1 Optional Life ASE 3
Basic Coverage | 0.00 |USD

Additional Unit | |x] 1,000.00 USD
Insurance Cover | 1,000.00, USD

Costs USD Monthly
EE pre-tax _ 0.12]
Employer 0.00]

13. As required, complete/review the following fields:

Field R/O/C Description

IAdditional Unit Required Enter number of additional units that make up the
total required coverage.
Example:
2

14. Click Accept )
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Enroliment

I:‘%Enrullmen( Edit Goto System Help

g A EH (AR CHE HDad R @m
Enrollment

Enroll

Name Daisy Duke

Jon [06/13/2010[@ [2 Ovenview

Offer selection

{)  Get offer IIQ Print form ||Q General Notice || 3

Error list I

Possible offers

|Enroliment period

I[Z]i

New Hire Enraliment

|06/13/2010 - 07/13/2010

Anytime changes
ASP UC/UNC ONLY

Autnmatic nffer

01/01/1800 - 12/31/9999
01/01/1800 - 12/31/9999

|* Pers NoName

2809 Daisy Duke

LRI

— (][]

Q

New Hire Enrollment

{12 A— | 1

@ Enoll |[@  Costs  [£» Undo selection ”$||ﬁ| | Error List_|
Plan [Status [ Validity period |Act..
~ Medical

<~ Basic Life
< Dependent Life

~ Opt Life Pretax

ARHealth-Health Advantage ASE
ARHealth HD PPO-NovaSys ASE
ARHealth - NovaSys ASE

MN Basic Life and AD&D ASE

MN Dependent Life Post Tax

08/01/2010 - 12/31/9939
08/01/2010 - 12/31/9999
08/01/2010 - 12/31/9999 ¢
08/01/2010 - 12/31/9999 ¢

08/01/2010 - 12/31/9999

1«0

~ Opt Life Postax

MN Opt EE Life Pre-Tax ASE

08/01/2010 - 12/31/9939 ¢/

MN Opt EE Life PostTax ASE/G&F

08/01/2010 - 12/31/9999

~ 401(a)
APERS Cont =] 06/13/2010 - 12/31/9999
~ 457
457 Citistreet 06/13/2010 - 12/31/9999
~ HDHP HSA
Datapath HSA 08/01/2010 - 12/31/9999 )
< Dependent Care 0|
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999 ]
DI I [KD]

b [HRBEN00O1 B3| sapetr [INS [ [/

15.

Once all of the employee's benefit plans have been selected, click Enroll ‘@

Enroll
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Evidence of insurability
[S Evidence of insurability B3] A

Select plans for which insurability has been proven::

Selected Plan Option Dependent ... [From To
O MN Opt EE Life Pre-Tax .Optional Lif.. 08/01/2010 12/

Deselect All || % Cancel

16.

A pop-up box for Evidence of Insurability will appear, click to select. ’ O ‘

17. Click Enroll .
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Confirmation of Selected Actions
[ Confirmation of Selected Actions A

Activity Plan From To [—l
Create ARHealth - NovaSys ASE 08/01/2010 12/31/9999
Create MN Basic Life and AD&D ASE 08/01/2010 12/31/9999

(4]

[+]

Create MN Opt EE Life Pre-Tax ASE 08/01/2010 12/31/9999 i
| . | - [4]

, A =

'@ Enroll || % Cancel |

18. Click Enroll to complete the process.

Desktop
III? Enrollment A

Continue ”—Q Confirmation
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19. Click Continue button to complete the process.
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To print a Confirmation letter displaying the employee's catch-up medical and/or life amounts, go to
transaction HRBEN0015.
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Select Confirmation to print a copy of the employee's elected benefit plans. Employees should receive a
copy their confirmation letter within their 30 days of enrollment to ensure all plans have been entered
correctly.
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